Steps to create a report that can be exported from

1) Go to: Families

R OC-OuxHOVYEAEBLR X - |

and Report on the Families Tab
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Relationships.
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Family Recap Registered: B [-)Envelope User [ Synchronize w/Dio
Letters, Visits, Etc.
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Individual Letter, Label
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Listing Screen Addr Line 2:
Repors (R /5 e . :

ity/State: ZIP/Postal; =] Sl
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2) Click Add
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Information Personnel
Dashboard Families
Primary Information v
Other Addresses
Relationships
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Letters, Visits, Etc

Individual Letter, Label

Listing Screen
Reports
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Processes
Exit Program
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Sacramental Registers Processes Administration
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Centributions

Select Report:
@ Family Reports
 All Reports
.
b Listing Reports
Letters/Statements
Label/Envelope Reports in Upper Case
Label/Envelope Reports in Mixed Case
Rolodex/Index Cards
Data Exports/Envelope Companies
> Family Easy Reports
4 Stewardship
> Ministry - Time and Talent
> Financial - Treasure
> Combined Time, Talent and Treasure
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» Relationship Labels & Envelopes
> User Reports

Reports

Find
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Add Delete Copy Reorder User Reports

1 Show Only My Reports

Close All
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3) Click export

Add Report ==

List Add a listing style report. The items in this report
are chosen by you from a list of available fields.

Add a new letter. The body of the letter is defined

Letter
by you.
Label Add a new label report. The information printed on
the label is defined by you.
Envelope Add an envelope_ report. The information printed
on the envelope is defined by you.
Form Add a Form style report. This is like a label but includes

the entire page.

Custom Report Add a new report from another source.

Export Add an export report. The information exported is
defined by you and written to a file.
q Add an HTML Email report. The information exported is
il ST defined by you and sent via email in an HTML format.

Cancel

4) Select fields from family detail: For Census reports to Diocese you will
choose the following fields:

Second D Name format 2

Name format 14 Phone Home

Address T Email 7

City only Name format 13

State only Family Keyword Description
Zip

T — :

Fam Keyword
Fam Letters

Fam Phone
Fam Email /
Relationship

Rel List
Rel Phone

©
3

Choose here the
Mem - Detail o
a0 | fields from the
Background Cl R
i list above
Keywords Properties of the field selected above
Letter

Ministries Click the arrow

Qther R o
e | to move each Width:

Sac 8 Heading:
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Sac Extra fields you want 1
Sac Sponsor K M d !
sac General | tO print box.
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Left Label:

Save/Ok Cancel




5) Verify Your Screen looks like this then Click Save/Okay

List of Fields to Print

Fields available to print (right click item for details): Find Fields you want to print:
RlFam - Detail :

Address 1 Fam Name Format 14 ( Smith, Jr., John & Mary)
Address 2 ] Fam Address 1
Address Block i Fam City Only
Address Changed Fam State Only
Address Remarks Fam Zip
All Member Names Fam Name Format 2 ( Mr. & Mrs. John & Mary Smith, Jr.)
Alt. Address Day to End ! Fam Phone Home
Alt. Address Day to Start Fam Email 1 ) -
Alt. Address Month to End « Fam Name Format 1_3 ( John & Mary Smith, Jr.)
Alt. Address Month to Start Fam Keyword Description
Alternate Address Block
Alternate Address is Certified
Alternate Address Line 1

Alternate Address Line 2 Properties of the field selected above
Alternate Carrier Route
Alternate City
Altenate City Only Width: 12 Word Wrap:
Alternate DP
Alternate Lat Heading: Fam

Alternate Lng Second ID Number
Alternate Period
Alternate State Only ‘ )
Alternate Zip Left Label:

At Alt

Blank1

Blank2 i

— Save/Ok Cancel

6) Click Edit and Give your new report a Name “Monthly Census Export”
Then click Next

B O-OuxLhOvEAENLR - Parish Data System -~ Church Office
Information | Personnel  Sacramental Registers Reports  Processes  Administration
] ) &
Dashboard Families Members  Contributions
Return to Families Overview:
Select a Different Report Name: Monthly Census Report Edit _
. Description: i i
Overview P Edit
Export Setup

Select Families

Build Export Fie Report Owner: jrhansen +  Report Access: Private - brint
Cancel the Report Export: Filename: \STPPO1\PDSChurch$\temp.csv Detailed

File format: Comma Separated Values (CSV) Qverview
Exit Program Selection: Sort by: ID Number

Build Export < Back Next > Cancel




7) Click File Format drop down
already selected-

BO-0uXxDhOVEREBL D -

File Information Personnel
.

Dashboard Families

Return to Families

Parish Data System - Church Office

Sacramental Registers Processes  Administration

8 5

Members Contributions

Reports

Export Properties:

select Comma

Separated Values if not

B

o oo

® x

Select a Different Report Export File
File Format: Comma Separated Values (CSV) -
Overview .
e Filename: \STPPO1\PDSChurch$\temp.csv * Cha nge fl |e
Select Families Fields to Export l path a nd flle
Build Export File Modify the List of Fields to Export name here .
Cancel the Report
Address Format: Use the Street, Mailing, or Alternate Address -
(=i g Date Used in Alt. Address Calculation: 10/31/2017 i Open @I
Unlisted Address Format: Print the Unlisted Addresses . Lookin:  j) PDSChurchs -6 ¥ > @
Unlisted Phone Format: Print the Unlisted Numbers . MName Date modified | A|
Unlisted EMail Format: Print the Unlisted Email . ) Friends of the Poor2017_2018 9/15/2017 £12PM - o
- Bakers2017_2018 9/15/2017 10:48 AM
=] Coffee & Donuts2017_2018 9/15/2017 10:47 AM
[3:.| First SaturdayDevotions2017_2018 9/15/2017 10:45 AM
[3:.|First Saturday Devotions2017_2018 9/15/2017 10:19 AM +
4| 1l b
File name: kemp] Open
Files of type: [ v] [ Cancel ]
Build Export Back to Overview < Back Next > Cancel

8) Click Filename dialog box and set where you want to your file to be saved

and what name you want to give it
You can do something similar each time you run this report-
From F:\Diocesan\2017 ADDs\Census Update October 2017 cs

Example below-

v

9) Click Next (after you verify your filenames again)

B O-0uxDOVENERL® L - Parish Data System - Church Office

e

Personnel  Sacramental Registers Processes  Administration

8 5

Members Contributions

Reports

Dashboard Families

Export Properties:

Return to Families

Select a Different Report Export File
File Format: Comma Separated Values (CSV) o
Ovenvi
E)\(I::)V:V;etup Filename: F:\Diocesan\2017 ADDS\Census Update to Diocese_Month_Year.csv

Select Families Fields to Export

Build Export File Modify the List of Fields to Export

Cancel the Report

Address Format: Use the Street, Mailing, or Alternate Address

Exit Program

Date Used in Alt. Address Calculation: 10/30/2017

Unlisted Address Format: Print the Unlisted Addresses

Unlisted Phone Format: Print the Unlisted Numbers

Unlisted EMail Format: Print the Unlisted Email

Build Export

Back to Overview

< Back Next >




10) In the Selection Information Tab, Click Add then Click inside the Name

dialog box and give your Selection Type a Label Example (Monthly Census to

Rockford Diocese)
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Parish Data System - Church Office

Information | Personnel  Sacramental Registers Reports  Processes  Administration

L'.i';

Dashboard

Return to Families
Select a Different Report

Overview
Export Setup

Select Families

Build Export File
Cancel the Report

Exit Program

8 5

Members Contributions

Select Families:
List of Selections:

Export for mailing by outside
company

Fr. Browning Address
Labels

2016 1st quarter Loose
check registration invitation
2016 Feasibility Study

m

Marriage Anniversary 2016
loose check report
Welcome packets
Homebound
memorial books names

. New Selection

[C1 Show Only My Selections
Add Delete

Clear Copy Reorder
Export Sel. to a File

Import Sel. from a File

Build Export

Selection

Information Selections Selections

Family ‘ Additional ‘

Selection Information
Name: Monthly Census to Rockford Diocese

Description:
Selections based on Keywords to submit to diocese for update to records

Owner: jrhansen

Sortation

Sort Order: ID Number

[ Include Family Marked as Loose Collections

Active / Inactive Restrictions

Include Active Families
Include Inactive Families

+  Access: Private

Back to Overview < Back

77) Click “Additional Selections”
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kg

Dashboard

Return to Families
Select a Different Report

Overview
Export Setup

Select Families

Build Export File
Cancel the Report

Exit Program

Members  Contributions
Select Families:
List of Selections:

N Simple Selection - Never
Saved

Diocesan Adds

m

Diocesan Changes
Diocesan Deletes
086DIONUM FILE
Friend of St. Patrick

Kindergarten-8 families
2014

Marriage/Anniversary Date
List

Family Listing

Our Sunday Visitor

["1Show Only My Selections
Save Add Delete
Clear Copy Reorder

Export Sel. to a File

Import Sel. from a File

Build Export

Parish Data System - Church Office

ersonnel  Sacramental Registers Repots  Processes  Administration

Selection
Information

Selection Information
Name: Simple Selection - Never Saved

Description:

Sortation
Sort Order: 1D Number .

[ Include Family Marked as Loose Collections

Active / Inactive Restrictions

Include Active Families
[T Include Inactive Families

Build

| e {—
Selections Selections

Cancel

Back to Overview < Back

Build

Cancel

bR 0@




72) Click on “click here to add a new condition”
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Information | Personnel  Sacramental Registers Reports
Dashboard Members Contributions

Select Families:
List of Selections:

Return to Families
Select a Different Report

Simple Selection - Never
»
Saved

Diocesan Adds

Overview
Export Setup
Selectkamilies Diocesan Changes
Build Export File
Cancel the Report

Diocesan Deletes

086DIONUM FILE

Exit Program = .
Friend of St. Patrick

Kindergarten-8 families
2014

Marriage/Anniversary Date

List
Family Listing

QOur Sunday Visitor

[C1 Show Only My Selections

Save Add Delete

Clear Copy Reorder

Export Sel. to a File

Import Sel. from a File

Parish Data System - Church Office

Processes Administration
Selection Family Additional
Information Selections Selections

of the conditions in the following sub-section are true

\_) Choose records where
< Click here to add new condition >

m

. ) ['] Exclude rather than include the selected records.
Clear Additional Selections .
Use Optimizer

Build Export

Back to Overview < Back Build

Cancel

bR 0@

13) Click “Fam Keyword”

Click “Description”

M O-QsOOVRAATEL T =

Parish Data Church Office

Information | Persomnel  Sacramental Registers Repors  Processes  Administration

) &

Members Contributions

Dashboard Families

Return to Families Select Families:

Select a Different Report List of Selections:
Simple Selection - Never ~ *
¥ saved
Overview ¢
Export Setup Diocesan Adds [
Select Families I

Diocesan Changes

Build Export File
Cancel the Report

Diocesan Deletes

086DIONUM FILE

it Rrogren) Friend of St. Patrick

Kindergarten-8 families
2014
Marriage/Anniversary Date
List

Family Listing

Our Sunday Visitor

Show Only My Selections
Save Add Delete

Clear  Copy Reorder
Export Sel. to a File

Import Sel. from a File

Build Export

Selection Family Additional
Information Selections Selections

[_) Choose records where All of the conditions in the following sub-section are true
[1) Eam Keyword Description is equal to
<c1* Fam
b Fam - Detail
Fam Keyword

Description
Fam Lett . . .
F::Pie::\ Click Description.

3
3
b Fam Email
3
3
13

(right click item for details)

Relationship
Rel List
Rel Phone

b Mem - Detail
b Attn

b Background Chk 1
b E Mail

b Keywords
b Letter

b Ministries

b Other Req
b Phone

b Sac

b Sac List

b Sac Extra

b Sac Sponsor

b Sac General

P Talents

—— 4 Fund

¥ Fund - Detail

* Fund Hist Cancel
P Fund Rate -

Cl




14) Click “is equal to” change to “is in list”, then select the blank line and
check off all keywords for the Rockford Diocese reports- AC,DIN,NM etc
15) Click Enter on your keyboard, Click Build

B O-OuxDOrElER&M X - Parish Data System - church Office
LM Information | Personnel  Sacrament tal Registers Reports  Processes  Administration
kL & | &8 &
Dashboard Families Members  Contributions
Return to Families Select Families: Selection Family Additional
Select a Different Report List of Selections: Information Selections Selections
, Simple Selection - N E
G S!\—I/Zde election - Rever [_JChoose records where All of the conditions in the following sub-section are true
E::t:\ll‘;ef‘:;tup Diocesan Adds [ 1) Fam Keyword.Description is in list
e E < Click here to add new condition ©AC
Select Tamilies Diocesan Changes DIN
DLMD
Build Export File Diocesan Deletes m gmgg LETE
R 086DIONUM FILE “DMOS
CFriend of St. Patrick Parish
Exit Program . . Loose Checks
Friend of St. Patrick U Loose Checks online
IMOVED OUT OF DIOCESE
Kindergarten-8 families NC
2014 NM
Marriage/Anniversary Date PC
List T Time and Talent Not Registered
Family Listing
Our Sunday Visitor
["1Show Only My Selections
Save Add Delete
Clear Copy Reorder
i [T Exclude rather than include the selected refirds.
Export Sel. to a File Clear Additional Selections .
. Use Optimizer
Import Sel. from a File

Build Export Back to Overview < Back Build Cancel

Your report will build and export to the file location you listed under

filename-
17) Click View File then you can view your report filker and sort in Excel
BEH S =, R 2017 December Cen
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
“D g"c ot Calibrilight  -[11 -|A & | = =2 - | EWepTet General - L_,‘t Normal Bad Good Neutral <
e %:::;P e [ 70 -[E [ DA S == e | Evescacats - | § - % 1 | 5345 | Conditor g\ P I ] explanatory .. [input Linked Cel Note -
Clipboard i) Font i) Alignment. il MNumber 1) Styles
H6 -l e
A B ‘ C | D | o
1pUt—T=TtasTName - Fam Name Format Z ( M. & Mrs- Informal Salutation ~Fam| 1. nghllght your header row
2 111222 Smith Mr. and Mrs. John and Mary John & Mary 1234 2 CIICk Sort & Fllter button
3| 111223 Jones Dr. & Mrs. James & Margaret Jone:Jim and Maggie 1234 - . .
4 111224 Hapski Ms. Jenny Doe Jenny 123 and then click Filter.
2 3. Move your curser to the
7| Filter drop down on the
&l Reason Column and sort
Ascending.

18)5ave it and send to the diocese at census@rockforddiocese-org with your

parish name and number in the subject field and your -csv file attached-
Your finished product will be a CS5V file that can be imported by Rockford
to Parish Soft- 1-Highlight your Header Row, 2-click Sort and Filter- Then
3- Filter Ascending on the “Keyword” Column
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